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BUT SEE WHAT WAS MADE POSSIBLE BY ELIMINATING THE NEED FOR JUST FIVE

U CABIN
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ETS.

The remaining 26 cabinets
were realigned along the walls
for quicker reference. A wider
aisle increased efliciency. Work
space and tables were provided
for researchers.

You too can gain more space,
perhaps relieve a floor loading
problem, or simply keep your
present volume of records in
bounds.

Here are several ways togdo
this . .
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v It’s a faet — you can gain up to 30% more
filing space by following these tips. .

Use heavy duty pressboard folders only if
lighter-weight kraft ones would have to be
replaced during the active life of the files.
A heavy duty folder requires over three
times as much space as a kraft folder
and costs 23¢ more.

Use file fasteners mainly for case or project
files. TUse loose filing whenever you can.
It requires less space and up to 50% less
time.

Without question, fasteners and heavy duty
{olders eat up filing space. The chart on the
v gight shows what can happen in a typieal file.
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WHAT HAPPENS WHEN YOU USE
FASTENERS AND HEAVY DUTY
PRESSBOARD FOLDERS

(Assuming each folder
holds about 157 of material)

NO. OF
DRAWERS
REQUIRED
300 lighter-weight
folders, no fasteners . . . . . . 4
300 Iighter-weight
folders, one fastener . . . . ., . 4l
300 pressboard
folders, no fasteners . . . . . . 434
300 pressboard
foiders, one fastener . . . . . . 59/,
300 pressboard
folders, two fasteners . . . . . %
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Have you considered installing a vaulted
area? The construction and conversion ex-
penses can be recouped many times over
through savings in safe-cabinet eosts and
floor space.

For example, the five drawer non-safe cab-
inets that can be used in a vault provide 25%
more storage space than four drawer safes,
are about 550 pounds lighter, and cost about
$290 less.

Open shelf filing similar to that shown on
the right is also particularly appropriate to
vaulted areas. It is especially advantageous
where records are referred to frequently.
Shelf file equipment is less expensive than
conventional filling cabinets and usually re-
uires about 20% less space.
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Before filing record material, do you pull
off and destroy nonessential papers such as
routing slips, transmittal memos, courtesy
copies, and copies of superseded drafts?

Do you periodically cut off your files, say
at the end of a calendar or fiscal year? You
should, otherwise they’ll keep growing year
after year, making reference to your current
files much more difficult and increasing the
volume of noncurrent material that should
be transferred to the Records Center or de-
stroyed.

-2
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LOOK UP THE RECORDS CONTROL SCHEDULE FOR YOUR OFFICE.
YOUR HOUSECLEANING AUTHORIZATION. IF YOUR OFFICE HASN'T AN
APPROVED SCHEDULE, SEEK THE ADVICE OF YOUR RECORDS OFFICER.

Do you periodically review your files for
“dead wood” such as. .

e Obsolele or super-

seded reference ma-
terial and working
papers. .

. m&m..m on discon-
tinued functions .

e Totally inactive
records authorized for destruction?

ITS
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BOOKS, PERIODICALS,
ALSO ROB YOU OF VALUABLE FILE SPACE.

VENT THIS . . .
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Centralize reference books and publica-
tions at the division or branch level. If
they are unclassified, store them on book
sheives.

Return books, periodicals, and other docu-
ments to the libraries when they have
served their purposes.

Depend more on the reference service
of Agency libraries instead of building

BLANK FORMS, OFFICE SUPPLIES, AND OTHER MISCELLANY

HERE ARE SOME TIPS TO HELP PRE-

up personal libraries that may never be
used.

Consolidate blank forms and office supplies
at the division or branch level. Store these
items in supply cabinets.

Store personal belongings, Christmas dec-
orations, coffee break paraphernalia, and
other odds and ends in desks or supply
cabinets.

KEEP IN MIND THAT FOR EVERY TEN SAFE CABINETS IN YOUR

OFFICE YOU LOSE THE AVERAGE SPACE FOR ONE EMPLOYEE

THIS . . .

11

COULD MEAN
THIS . . .
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HOW ABOUT THE ADMINISTRATIVE REPORTS YOU EITHER REQUIRE OR PREPARE?
v HAVE YOU STUDIED THEM LATELY FOR . . .

e DUPLICATE or other NONESSENTIAL re-
porting.

¢ REPORTING FREQUENCY . .. Is it con-
sistent withh the frequency with which the
information is used?

e DUE DATES . .. Do they avoid conven-
tional peakloads and allow sufficient time
for adequate preparation — without over-
time?

FORMAT ... Is it the most efficient? Does

it provide for transmitting the report with-
out covering correspondence?

DISTRIBUTION OF COPIES . . . Can you
reduce the number of respondents . . .
recipients?

13
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